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Intended to provide infornation which South Dakcta 
Public Library Trustees nay wish to use in the p^rfo^nisi^c® of their 
duties^ this manual suggests useful practices and share§ successful^ 
and desirable methods* of representing the community through the 
library board y ptovides an up-to-date and reasonably comprehensive 
source of general information for practicing: and po^^i^^isil trustees , . 
and supplies material as ba<:kground for discussion ani3 
decision- making by local boards. It includes definitions/descriptions 
of the trusty a good library^ and good library trustees, as well as 
sections cn trustee gualificaticns and responsibilities, activities, 
and resources. Checklists for a self-study of a small library, model 
policy statements and bylaws, a budgeting form with guidelinesjr a 
glossary, and a list of references are appended. (author/JD) 
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This manual Is intended to provide information which South Dakota 
Public Library Trustees may wish to use in the performance of their 
dut-Les.. lJ:—i-S_ dg dig ged.; j:: i^ 



— to heighten the awareness of library trustees to the importance of the 
library board in the success and services of the local library. 

— to, encourage trustees to become more expert in their responsibilities. 

to suggest useful practices and to share successful and desirable/ 
methods of representing the community through the library board. 

to provide an up-to-date and reasonably comprehensive source of general 
information for practicing and potential trustees. 

— to supply mq^xi'al as background for discussion and decision-making 
by local boards. 

. . . ' t 

The editor of this manual wishes to acknowledge the information arid 

Ideas gained from individuals within South Dakota, and from trustee manuals 

of other states, particularly those of Minrilteota, Nebraska, North Dakota, 

Oklahoma, Georgia, Pennsylvania, Iowa," Idaho, New..Hampshi re, Colorado and 

Florida. 




THE TRUS V ' — '■ 

I , ■ 

^ You are a Public Library Trust^ee, an interested citizen who has been 
entrusted by your coinmunity with the development of one of its most vital 
y.Uural and inf ormational res ources: its public library. This doe^not tf 
mean that you "a re expected fo "rigidly ma mta in ^Y^^^^^^ - 
present level of service. A Tkbrary is only of value to the extent that 
It provides service to the public. In recent years many South Dakota 
libraries have made exciting Improvements and changes, a few have closed 
down entirely, and some have merely marked time, ignoring^new materials, 
and services which could protect and expand past achievements. «" the 
future, libraries must make imaginative changes to meet public needs ir 
those libraries wish to retain public support. 

Library trusteeship can be interesting, produc-tive and substantial , 
or it may be dull", detail conscious and stagnant. What the individual 
trustee makes of his term in. office will largely determine the quality of 
servl'ce the library provides. 

■ - The trus'^ee's most important asset is determination to do something 
with the library that i\ entrusted to her or him; to support rather ^han 
.hinder the librarian's efforts to provide new and improved services, . 
materials and programs. However, some informat ion and knowledge are 
necessary to transfo.rrp that determination Into action Your f| low 
trustees and your librarian ^re your primary source of information 
This manual tries to give the new trustee the bare bones of I'bpary 
trusteeship and jog the memory or fill in gaps for the "old hand on 
the fib rary board. For additional information check the reading 1 
at the end of the manual ■ (particu)arly Vi rg.ini a, Young' s book, ^^^^^^^^^/^-^^^ 
rlultzi)., .or ask your state library for advice and assistance. -Whate;^er you 
are trying to do for your library^r even if you are not sure what to do) 
someone will be able to give you the J information you need. 

"Both the trust and the trustees are created for the benefit of 
the people."., T ^ ^^^^ 
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A GOOD LIBRARY IS: ' • - 

• The culturar and informational center for all members^of the. commun i ty . 

A GOOD LIBRARY HAS: . " . 

Materials Needed by the people of the commupi ty for infQrmat ion , ' 

— ^education" a nd re c r ea t i on -{ boo ksy mag a z i n es y-n ews pa pe r s , 

maps, pictures, filjns, record in'gs , etc .) .. 

Organized for convenient use. 

To serve all ages and groups in the. local ity: 

The child learning how to live. 
The young student and matxjre scholar. 
The senior c 1 t i zen wi th \e i sure t ime . 
The i 1 1 1 terate who has never been 
* , inside of a library. 

, The homemaker, business person and 

farmer. 

The sports buff, art-devotee and 
<^ music lover. 

The citizen seeking self-education. 
The cfvic cul tural . and educat lonal 
organ izat ions, 

A Staff Which l;S carefully selected, well trained, adequately paid, 

sufficient in number and eager to provide service, 

A Building Which is attractive, convenient and well designed. 

Which provides ampl e faci 1 i t for use of all library^ 
materials, ^or public meetings and programs, for efficient 
staff operations. - ■ . 



Which 4s clearly" identified an^^pen during hours which 
are convenient for the public. 

A GOOa LIBRAJWLPROVH)ES: ^ _ . 

Access To all resources in the community through recorded infor- 

mation in the library and referral to other local agencies, 
organizations and individuals. j 

■ - ■ • " ' ^ ■ ! 

To information resources throughout the region, state and 

nation through interlibrary loan requests . 
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A GOOD LIBRARY ■ ^. \ 



Cooperation .With the local government unit of which the library v 
^ 15 a part. 

■ ■ \ ■ ■ , ■ ^ ■ ' 

> With al| library and information agencies in the surrounding 
^reasy and throughout the state. - 



An Atmosphere That is friendly and helpful, that is always inviting, 
and stiitiulating, never forbidding or dead. 

A GOOD LIBRARY NEEDS: ' ' ' 

Inte-lligent and Interested Trustees. ^ 
A. Competent Library Staff. 

Long-Range Plans for Development and Expansion. * | 

A Budget Adequate to Carry Out Those^Plans. 

An Adequate Building, in a Good Location. * 
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TRUSTEE QUALIFICATIONS 
AND RESPONSIBILITIES 
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'GOOD I I RRARY TRUSTEES ' '■'■) 



" A GOOD LlskW TRl>STEE HAS: . < 

,V Tim'^-toyttend all meetings and work actively for better 1 i brary 



services. 



/ 



Interest in 1 ibrary service and concern for its growth and development, 

Willingness to work .closely and cooperatively with local government 
officials, and to forceful 1 y seek adequate 1 i brary • fund i ng . 

"a good understanding of the community', its needs and resources. 

\ Initiative and ability to establish definite pal icies to implement ^ 
,the provi sion' of 1 i brary service. ' , 

:eourage to support'the execution oif. 1 i brary pol i cies by the librarian. 
An\open mind to new ideas for improved 1 ibrary service. 



A GOOD LIBRARY BOARD OF TRUSTEES HAS: 

A diversity of interests, occupat ions and ^commun 1 ty el ements . 

Vitality and continuity through regular appointments of new members 
for def invite, staggered terms. ' / " : 

■ • ■ ' . ' ■ ' ■ / .. ' , ' 

Acquaintance apd contacts with community leaders/ and organizations. 

f \ , . . ' ' / ■ • " 

Knowledge of \1 5 brary trends and standards. 

\ . /','■. 

Knowledge of the legal authority, the state statutes the local 
ordinances and the board regulations tinder which the library 
operates. ' " . " 



NECESSITY FOR LjBRARY BOARDS OF TRUSTEES^ 



.The South Dakota Codified Laws 1^-2-35 provides that "Any public library 
established undery subdivision (1) of SDCL 14-2-29 shall be governed by a 
board of publip yibrary trustees.'* That is all well and good but why are ^ 
trustees necess/ry in small 1 i brar ies. . .or. even in large ones? 

.Jhe public Ijbraryi dependent as it is on the community, needs these 
-boards--of~c-i-t i-zen- rep res'entat-i ves - to -ensure -4:h — 



true ref lec^tion. of the community. Board members, as representatives of 
the community, are of vital assistance to the librarian as barometers of 
change in the pomniunity which shQu Id alter the role of. the library." They 
b^ing the community's yoice into th^ del iberations leaiding to library 
Vyplanning and policy-making. Being responsible to the community as its 
0 designated represen»t^t i ves , Board members ensure that the library provides 
the'be^st possil?le library service for the community in the most economical 
fashion. ' ■ ^ 

It is the trustee's obi i gat ion to J mp rove libraries through well-, 
trained staff and efficient use of funds;- to obtain adequate funds for 
good 1 i'ferpWy services; to promote the best possible use of all library 
resources in 'the, area ; and to extend 1 ibrary services to those not pre'- 
viously served. 
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TRUSTEES - SELECTION AND APPOINTMENT 

y- . — ■ 

Once. the governing body has y^tabl i shed a library and a Board, 
members of the Board^ must be selected aqrd' appointed. In South Dakota, 
the governing bod^t retains the power of appointment. Because of this, 
the governing ^body must be made aware of the' importance of the Board and 
of choosing members'wi th desirable qualifications, reducing the possi- 
bility of the selection being left to chance or political patronage. The 
governing body is the citybr county commission that provides funds to 
operate the library. < ' 



SELECTION . , ' 

• Qualities that should be sought in .prospective Board 
incljjde: 

The capacity to envision what library service should 
mean to the community. ^ ' ' . 

2. Readiness to devote time and effort to carrying out 
the duties; . • ^ 

3. Knowledge of the community and an active involvement 
in its services, its interests, and its resources. 

k. Ability to work* cooperatively as a member of a . 
dedicated team. 

5. Initiative and ability to establish policies for success- 
ful operation of the library and for imparti al servi ce 
to al 1 i ts patrons. . ^ 

6. Courage to plan creatively, to carry out plans effectively, 
and to withstand p/essures and prejudices. 

7. Enthusiasm of the contagious variety. 



r t 

... ^ 
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The board should be considere/ as' a whoVe, too. Today 
the library has a new and increa/inq importance as a resource 
center for the total communi ty/' d Board members shoold represent 
a cross section of the commur>ity. • ' 
. 1 A diversity of interests. 
2. A balance of age^^d socioeconomic .levels. 
3. Exp erie nce or Mowledge i n^ variety of fie lds. 
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APPOINTMENT' 

The appointing body should.be notified immediately of/any 
vacancy and should make appointments regularW. In the notifi- 
cation the Board might wish to reemphasize' thie Board's importance, 
list some of the qualifications they would lilU to see in a, new • 
member, and suggest names of people willing to\serve. • 

REAPPOINTMENT 

Truly outstanding members can be reappointed, but no one 
should serOe indefinitely. It should be remembered that when a 
valuable Board member's services is terminated, the Jibrary still 
has a staunch friend. South Dakota stayte law requires that 
trustees s^rve staggered three year te/m^; this provides, conti nu i ty. 
The Board will never be left without/fexperienced members andfyet 
will still benefit from the fresh yJeas and energies of ne/ 
members. Cons'ci ent'ious Board memiiers wi 1 1 continually as^ss 
their potential contributions and refuse reappointment when it 
appears to be apprbaciate. _ 

The chai rrpanshib should be rotated among Board members. 



BOARD/liBRARY DIRECTOR RELAT I ONSHI P_ 



The librarian or library cfTrector is employed to handle the day- 
to-day administration of the library. Both the- Boaro and the governing; 
body .should support the director In -performing these administrative 
responsibilities, including the acceptance of recommendations. on 
emplpyment of the rest of the staff. The Board should^nsure the 
director's continued development by encouraging participation in 
professional associations and "attendance at. workshops and conferences. 
The following table contrasts the responsibilities of the library 
director and the Board. . 
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Thank You Notice Sent 



Duplicate Checking 



Faculty EvaluatlQi;i. : 
Document Freparatloncik 



ADR 



KiJIoc 



Cataloging 

if 

Control Card 



DOCUMENT TIME! DATA 



Initials/Date 



5" ^-n 



Time 



Comments XOpcicnal)' 



A 



A 



Reading/Scan 

Indexing^ 

Abstracting 

Informative (* ] 
Indicative [ ] 
Mixed [ ] 

Typing 



Indexing Check 

# ■ 
Editing 1 



OCR Keying 
OCR Proofing 
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RESPONSIBILITIES OF TRUSTEES AND LIBkARIANS 



PERSONNEL 



TRUSTEES' ! 



Hire a qualified, competent Librarian Adtn 
. ! . the 

) ■ i ■ / ' 

'This is the most important duty 
of the board of trustees. When hiring,-^^ 
new librarian, the board ehould: 



Decide on the salary range - 
based on^i^e budget and the 
qualifications ef the position. 
Where possible the librarian 
should be a graduate of a 
1 ibrary^ school iccr^ited by 
the American Library Association. 
Obtain assistance in seeking 
qual if ied appl icants ^rom the 
state library* accredited 
library schools, and profes- 
sional organizations through 
advertising in their publ ications , 
Evaluate the applications and 
letters of reference. 
Arrang'e for. personal inter-- * 



' LIBRARIAN . ' 

inister the Personnel Policies of 
Li brary B^ard . 



3. 

k. 



8. 



% V i ews . 

*'Seleot the most satisfac^ry 
applicant and immediately.^, 
notify that^ person of her or 
his selection. 

Immediately after acceptance of 
the position by a candidate, 
•all other applicants should be 
"cou/teously notified of their 
rejection. ' 
Having. hired a librarian, let 
her or him manage the library. 
It is prudent to hire a 
1 ibrar lan' for ^ probationary 
period" of six months or a year, 
with a performance review at the 
m'idpart and end of that time. 
Hlwever, the board shbuld not 
interfere in the everyday 
management of the library. 
Require the librarian to become 
certified by the 'Jouth Dakota 
Library Association and to 
maintain a current certification. 



The 1 ibrarian should: 

1. Select aqd supervise 
al 1 other 1 ibrary per- 
sonnel . ' 

2|. « Administer all aspects of the 
library's personnel policy. 

3. Serve as the channel of 
communications between the 
staff and the Board of 
Trustees . > 

4. Urge staff members to apply ' 
for, maintain, and, where 
possible, to upgrade their 
librarian certification from 
the South Dakota Library 
Association. 
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RESPONSIBILITIES OF TRUSTEES AND LIBRARIANS 



r 



TRUSTEE 



PERSONNEL 



LIBRARIAN 



Provide funds and professional 
leave for the librarian and 
staff to attend State Library, 
sponsored workshops and 
whatever other continuing 
ieduca4:ion opportunities that 

•may be necessary for the 
staff to keep abreast of 
current trends i n" 1 i brar i an- 

. ship and. to maintain thei r 

.certification. 
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RESPONSIBILITIES OF TRUSTEES AND LIBRARIANS 



POLICY MAKING 



TRUSTEE^, 
Establish^he goals and objectives 
of the library m the form of a written 
long-range plan, revised annually. 

Determine and adopt w^,tten__ 
poL^e4es to govern the programs, 
,op|erat ion Jpid use of the library, 

\ Consider any citizen or staff 
complaints or suggestions in regard 
to adopted policies. 



. ' LIBRARIAN 

Participates in the compos i t ion 
of the long-range pl^n. 

Recommends needed policies to 
the Board of Trustees, . j. 

Adfhin i sters the 1 i brary in 
accordance with adopted policies. 

. Interprets policies to staff 
and publ ic. 



POLICY MANUAL 

The minimum contents of the written policy manual are: 



2, 




A statement of the goajs and objectives of the library. 

A detailed library materials select ion- pol icy* , incl ud ing selection 
priorities, the -Library Bill of Rights, Freedom to Read statement and 
■a procedure for handling ci t i zen compla ints. Sample book selectfon 
policies adopted by: South Dakota public libraries are available . 
upon request from the South Dakota State Library, * } 

3, Regulations for librairy use, J^ncluding: 

(a) hours of service. V 

(b) loan periods and fines (if^any), 

(c) replacement of library materials, 

' (d) policy in regard to abuse of library privileges, 

(e) acceptance or rejection of gifts, 

^ (f) use' of library meet ing'' rooms , 

'\(g) exhibits by individuals or organizations, ^ 

k. Staff regulations: / , 

(a) leave: vacation, sick;-leave,\ hoi idays, 

(b) travel, time, and expenses to library meet ings, conferences, 
etc, ''i- ' ■ . ' ( ■ 

(c) other fringe benefits, 

(d) staff responsibilities, job descriptions and salary 
schedules. 



See Appendix D 
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RESPONSIBILITIES OF TRUSTEES AND LIBRAR'IANS, 



. J . POL I CY MANUAL * ' . 

h Wher, po^sible-'emplo^yee benefits, salar i^s and j°b descriptions . " 

., , . should be an integral part of, orr at.ieast compatible with the . , 
■ . benefits, salaries and job descr ipt ions, of other employees of 

the local ' governmental unl.t. / ' , ' ^ 

The policy manual shbuld be revised i^ entirety at least once^every f.ive 
years. . , / ^ ^ 
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RESPONS'IBILITIES OF TRUSTEES AND LrBR/^IA>iS 



BUDGETING^'' 



- J 



*! TRUSTEES • LIBRARIAN 

Study, amend if necessary , 'and ^ Prepares annual budget 'which . 

a'pprove the annual budget.. " ^ clearly states the amount ot money 

needed, the sery i cQ.s^ and material 

Present, along w*th the librafrian, which will be^proA^i'ded witVi the 

the budget tp.thp appropriate governing money, and the pr^iori ties .amofig the 

body. . / "various 1 i brarC^serv i ces . 



i brar{?t^serv i 



Approve acceptance of gifts and Presfent*\^w3l^ budget to the 

government or private grants. appropr^ ajte govteFning body along. with 

f^^ ' ^ 'v\^:^' rrie/nbers of the Library Board. 

\ . . ■ ' . . / ' ■ ■ 

* A Reports regularly to the Library 

Board concerning expenditures and 
budget status. • ' , 

One of the most important of the obi i gat ions of the Board is to be certain 
|that sufficient funding is available to properly operate the library. Each Board 
member should know the 1 1 brary ' s f i nanci a 1 background ; -the governmental unit(s) 
allocating the local appropriation; the entire resources of loc^l tax monies and 
^ theJfbrary's fair share; grants available from all sources (governmental and 

private foundations); and any othen possible sources of support--a bond issue, 
w endowments, gifts, donations, fines,' ^^pd fees. ^ 

Too often the 1 ij^rary operates on the basis of what is offered, accepting 
an insufficient appropriation arid developi ng J i brary service on th^t basis. A 
Board that plans only in terms of last year's budget will never progress. 

. • * ' ' \ ' .-^^^ ... ' ' 

'A budget is an expression of the library's pH^'^and obj,ectives in financial 

terms. Therefore, before a budget can be formulated, thf:>^9lan for library services 
must be developed and the goals and objectives estah^l i shed . If the community is ^ 
involved In the planning process, the l ibrar'y and its plan wi 1 1 be. supported 
throughout the community. However, the library's budget must be realistic. The^ 
library is, after all, only one of manyy seifvi-ces provided by the governmental Cinit. 
If the budget necessary to follow the^p^lan requi res^ a substantial increase in fund- 
ing, the Board should investigate other possible fundijig sources. Funding from 
such other 'sources as federal' monies should be considered suppl emerltal and never 
^ as a means of lower^ing local appropriations. The loc^ appropriation must^be at 
least large enough to provide the minimum level of pubrTc 1 i brary ^ervi ce acceptable 
to the communi ty . Other funds should be used to supply services and materials over 
and above this level. " , 



An example of a budget form and the budgeting 'process can be found in Appendix E. 
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RESI^ONSIBILITIES' OF TRUSTEES AND LIBRARIANS 



-PUBLIC RELATIONS 



but 



The 
a1 so 



Trustee must serve not t)nly as the P^b' '^j^i j^^^^/es^^^^^^^es 
as the library's representative, to the pO^ . i t ^^'^ ' . 



to the Vibrar/ 



TRUSTEE 
Be, or becpme, 
the 1 ibrary. 



a. personal user of 



Prompte^'^libr^ry/ services and 
needs, on "^a personal . 1 evel , to t\)e 
trustees' busTness associates and 
soc i a 1 acqua in tanc^s . 

Parti ci pa*te, when asked in 
formal publ i chelations activities. 

»• 

Support the effcrts of the li- 
brarian to maintain an effective 
•public relatfgns program. 

' .. ^ ' ' 
Establish a good working re- 
lationship with the city or county 
commissioners and other community 
leaders. No library board can claim 
good public relations unless they are 
able to sit down (never in a defensive 
mood) with the^city or county com- 
missioners and talk amicably about* ^ 
1 ibrary expenses' and programs. : 

Study and ^actively support 
legisla'tion to improve library 
services on l^c'^l, state and national 
•levels. 

? • Maintain year-round cord ia^l 
contacts; with all members" of the ^ 
power structure at all levels of 1 
governrneVit; such as city ^ommis-/^ 
sioners^V; county officials, sta$^ 
and nationaltn; legislators/, and^ 
other inf luepti^al community, 
leaders. *^ * * 




Librarian . - 

M^'"^^'h^ a high-level of library 



servi^^^!.?^.cl a invi-t i ng; atmos- 



libr^ 



phere v^'^^in th^ "°»"ery. 

D^^^^^P^ a 5ustait^^j public re- 
iatior^ ^^^p>aig^-^^'f '2'"9 Personal 



I d t • ^' Md I y . 



and sp^":'3rp;ortiotions 



television and 
•display materia'ls 



'sheS ^ working relation- 

C J or courj^y commissioners 



Ejtabl 

and £gi,^f''^'^Qro'^^'"'~s'and other com- 
munis 1^^^4r^. 



St' 



"latiof 
"local'f 



and ^'^^^.'■^^ly supports leg Is 
° \irn„,-oVe libi-arv services on 



services 
levels. 



M3''''^f9irfs y«f'' "'"'^Und cordial contacts 
with "i^nibeV^V '^'^e power structure ' 
at»al1' '^^eig of y^v^Cnment; such as 
^ommij^.p^ers, CQupty officials. 



city 
other 



and 



national legislators, and 
'"^lUent'^' "^o^itnunity leaders. 



MEETINGS 



Re^lar meetings shduld be held. South Dakota state law, SDCL 14-2-^0(5) > 
requires "Each board of public library trustees shal I,. ...Meet at least once during 
each quarter of the year." The 1 ibrary di rector should attend each meeting and 
serve as secretary to the Board. . 

An. agenda should be prepared by the chairperson and the library director 
and mailed to the -members of the Board prior to each meeting. . ' 

These meetings are "business" meetings and, although discussions can 
b^ informal, the conduct of th^ meet ing shou Id conform to simple parliamentary 
procedure. The typical order of business follows.: . V ^ 

■ ■ * 1. Reading of minutes of previous meeting. 
2, . Correspondence and communications. 

3, Report of the librarian. 

4, Fina^iclal report. * * 

5, Reports' from committees. . ^ ' 
• (>\ Unfinished business. . ^ 

7. New business. . ' h ■ ■ ■■ 

8, Adjournment. " * 

' In order to encourage attendance,^^every meet ing shou ld be made mean ingful> 
Routine' business should be. disposed of as quickly as ipO:?^i*le, leaving 
time for consideration and open discussion of the 1 i bra.ry ' s. next progressive 
stept;,] long-range planning, standards and ways of achievipg them, methods of 
extendinq service to unreached portions of ^ the community, etc. 

■ The chairperson shoul d^^ncourage discussion without .letting matters get 
out of han^; Every Board memW should have a chance to speak and to be 
heard. 
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TRUSTEE ACTIVITIES 



In ffieeting their responsibilities, Public Li brary Trustees find it necessary t 
perform many activities, and are able to gain assistance from a number of resour^ces 
Some'of thfe most basic activities and resources are described below.' ^ " 

It is absolutely essential that'li5Pary trustees attend board-, 
meeting^'s regularly. Meetings shc^fd be held at least quarterly, arid perferably 
each f<ionth. The librarian should be present at all meetings except when her 
or his salary, employment or performance are being discussed, and should act as 
secretary for the board. 

Board meetings should be conducted according to wri tten-bylaws (see- / 
Appendix), including a set order of business. All board meetings must be o^en 
to the public, and meeting times should be advertised. A majority of the persons - 
appoi Ettted to the librarv;. board should represent a quorum, and no official 
business maV'* be cond^uCtlltl^ if a qjjorum is lacking. 

Bpard offi*cer^s sNould be elected each year. Library boards are^ encouraged 
to limit the number^ of consecutive terms which trustees may serve in order to 
provide m'a^^imum citizen p^art i c i pat ion in the library. 

Book SQ.ZQ.(ltion and 'IntzUiZQJiuial fn.(L<idom. Trustees must not onl^y formulate 
a written selection policy but must defend that policy in the eve^it of any 
citizen complaint. It is. extremely important that th^ library board support 
decisions of their librarian in implementing the policy which they, the trustees, 
h^e adopted. See Library Bill of Rights and interpretations, and suggested 

Book Selection Policy in Appendix., . 

*^ . ' . , 

CoyUlnUying^ Educcution. The education of Board members should not cease after 
the orientation, but must be a continuing process. The needs of the library and 
the community change constantly. The Board member should also keep aware of 
new trends and new methods in the 1 i brary field. To dd so, the member should 
become active in the South Dakota Library Association and should read selected 
professional publications such as SOUTH DAKOTA STATE LIBRARY NEWSLETTER, BOOKMARKS, 
and AMERICAN LJBRARIES. Another way to keep current is by meeting Board-members 
from other communities through participation in statewide and regional workshops 
and conferences. Visiting other libraries is yet another way to keep current, 
espec'ially if the library to be Visited has a successful project which can be 
examined. In-addition tp their own continuing education, the Board is 
responsible for the cohti nui ng education of the 1 ibrary^s staff . Tjie Boar*d 
should provide adequate money in the budget for the staff to travel to 
workshops sponsored by the State Library and to other training programs. 

Le^gA^ZoMon. Every trustee should be familiar with current and pending 
legislation relating to libraries at ^^^cal, state and national levels. Trustees 
should vigorqusly express their opinions, both as individuals and as a Library^ 
Board, to their elected representatives in regard to any such pending legislation. 
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TRUSTEE ALT IV IT I ES . ' „ _ i 

LLbAjCiAtj O^gamzcUiukit * » 

1. AmeJvtcan LibM/iy A6^0C<cU^on. The ALA represents libraridns,' trustees 
' and interested cUizehsMn the United States and Canada. Members. 

:- ■ receiye AmznA.can lXbh,aAit6 ,' the association's news bulletin, the 

PublZc Libnja/iy'Tn.Uy^tzz newsletter, and may attend the anpual conference 
held in a' d i f ferment c i ty each year. The American Li brary Trustee Assoc- 
iation is a division of ALA 'spec i f i ca i ; y concet'ned with the problems , 
V and concerns of library trustees. • 

2. Mountain-'PZcUnb Lihna/iy A64>ocA.cvtion. MPLA is concerned'J with the 
particulaV needs of librari.ins and trustees in the member' states : 
South Dakota, North Dakota, Nebraska, Wyomi ng Kansas , Colorado, Utah ^ 
and Nevada. Its most important activities are the sharing of ideas 

^ * •and expertise throughout the area, ^and the provision of oppor tun i fi es 

'for Continuing educat ion. The associat ion sponsors an annual conference, 
publ ishes the MPLA Nm4>l^eA and incl udes a Trustee Division. 

3. South Dakota llbna/iy A^^oCyiatLon. SOLA is an at home opportunity for ' 
the trustee to share ideas and knowl edge wi th other South Dakota 
trustees and librarians. The associat ion sponsors an annual conference^ 
publishes a newsletter {BookinaAk^) and includes a Library. Trustee Division 

^k. F/iltncU o{ tho, llbnxuiy. Unlike the above organizations, the Friends of 
the Library iVa strictly local association of citizens interested in the 
improvement of your- 1 i brary . Friends participate in public relation 
programs and raise funds for extra ser'vices and equipment that can not 
be provided through the regular library budget. In addition, they may 
provide volunteer help for special library projects. In the process they 
-gain a personal participation in thei r library . 

. - / . , ■ ' ' . 

If there is no friends organization in your city or county, you as a 
trustee are the person who may be able to' ^^in one. "Friends of the 

' • Library can make the difference between a niRiocre and^ an outstanding 

library."' ' " - 

■ ■ i> 

Participation in the above organisations offers an excel len^source of 
education and Straining for good l ibrarA' trusteeship. In additiorr these organiza- 
tions provide a valuable tool for the promotion of legislation beneficial to Ji- 
braries, and the establishment of 1 i.braVy standards. I at all possible, the li- 
brary budget should include the dues artel expenses for membership and participation 
ty librarians and trustees in these organizations. 
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TRUSTEE ACTIVITIES 



lyVtQJdUbhjiXAy CoopzACuUon, ^Library trustees should actively seek cooperation . 
with other libraries in the provision of library service. The duty of the trustee 
^Is hot to build up his own library in'' isolation from the efforts of other li*- 
brarie^, tut rather to work toward whatever combination or. cooperation of li- 
brary agencies will provide the best library service to the people of their com- 
munity, . - . * . \ ' ' 

Sou;tk Dakota Stat^ LLbnjOAy: The State Library is In existence to provide • 
library service to all South Dakotans, largely through ass i stance tp- local public 
libraries., Through the State Library, yqur library, is supplemented by; 



125,000 books 

l,iOO perio'dlcal subscriptions 
F.ederal and South Dakota government publications, \ 
Specialized materials for blind and* physical ly handicapped persons, 
l6mm films and' other audio-visual materials, 
Reference service 6y professional ly trained librarians. 
Access to computer research 's^rvi ces . i . 



Rqpid access to major library col lections in South Dakota and the Nation, 
through interlibrary loan, , 

Advice, training and assistance to you and ybur librarian concerning any 
aspect of library service including: 

Evaluations of proposed plans (building plans, five-year plans, etc',). 
Advice on new furniture and equipment. 
Assistance in dealing with local problems. 
Assistance in hiring a neW librarian, etc. 
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TOOLS FOR TRUSTEES . 
(Appendix) 





OUR LIBRARY ., . ; ' ' 

^ Wh-at is It^oing? Where is it Going? 

. -f A "D o-lt-Yourself" Survey lor tlie Small . Uiibrary 

■- T-^. . v' - ^ ■ \ ■■■ 

.. s-;- ' v^-" ^ ■ • •' ' "... ' ■■ ' •. ■ . ' 

Trom time to. time a librarian an^ a Wbrary bdard must together look . 
at their library objectively. This. \s >>ei;^ary tp^^^^^^Jne the quality ^ * 
of services and faci l i ties present ly avaUd^e and ^<3^^pirmi^ the ^di rection 
for improved and added services^VThis "purvey'* is kfej^lrtief and simple; - 
' it is aimed at providing 3 focus for |ibrarian-board dlscus^^ their, 
operations. Whether one answisrs "yesV)r no'Vto^a particular question . 
becomes isignificant when the answer is supported by written; 1 ibrary policies. 



SMALL LIBRARIES PROJECT, AMERj^CAN LIBRARY ASSOCIATION 
Supplement A to Smal l Li braries~Troject Pamphlet jy^* 



OUR BOARD ■ " 



1. ^ Dpes our Board meet regularly each month?*" ^ 

2. Does each trustee attend board meetings regulafrTy? V 
V. Is there active participation* by each' member? 

4. Does the Board provide planned orientation for -aejv 
* members and knovi^t he length of term of each,^.;, 

individual member? ^ 

5. Have by-laws been adopted? 

6. Has our Board a written statement of the objectives^ 
of the^ 1 ibra'ry? ' - ^ , 'I 

7. Are^he members informed on provisions in charter, 
- * ordinances^- and/or State laws applicable to the 

1 i brary? • 

8. Does our. Board function as a policy-making body, 
delegating administration to the Librarian and 
.staff? . 

9. Are there written policies on personnel, book 
V selection, gifts, hours open, and extension of 

1 i brary servi ces? 

10 Is our llbrarianjncluded in Board meetings, his or her 
report received at each meetinq, and his pr her recom- 
mendations considered in making'decisions. 

11. Does our toard report regularly to the appropriating 
body and to the community, with statistical, financial, 
and human interest facts? i ^ 

12. Has our Board prepared a long-range plan for library 
development? 

13. Does the Board have a relaxed, cooperative . rel at ion- 
-* ship with the city or county commission? 

14. l)oes the Board limit the .maximum number of consecutiiv.e 

terms that Ttrustee may serve in order to provide 
maximum citizen participation in the library? - 
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OUR BUDGET 



1. Is our budget prepared annually in time to submit it- to. the 
/ appropriating body when it begins budget consideration? 



2. Is ou.r budget estimate based on current year's expenditures,* 
plus cost changes-, expanded service, standards of good 

^ service, and our library's objectives? 

3. 'Does our Board take^advantage of economies possible .through 

cooperation with other libraries'^ 

A. Do the Board ^members go before the appropriating Body with 
the Librarian and present the budget estimate, with a care- 
fully prepared "just^^catipn" and graphic aids? 

5. Is the support of individuals and groups en 1 i sted in 
securing approval of the budget request? 

6. Are other poss i bid sources of inpome explored and utilized 
fully, e.g., gifts, endowments, grants? 

7. Is a.systematid accounting of- funds maintained by the 
Librarian? * * 



YES NO 
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OUR BUILDING 



1. Is our building at street level on a site convenient for 
the publ ic7 ' 



2. Is its outside appearance inviting and in good repair? 

3. Do we have a book slot or box for return of books when 
/ the library is closed? 

'4/ Does the library have an attractive sign giving name and 
hours open? 



5. Is its interior appearance invl ting, functi.^l and in 
good repair? 

6. Is reading room space provided for adults, young people, 
children? 

7. Is suitable and adequate work space for staff provided? 

8. Is our furniture functional, pleasing in appearance^ and In 
good condition? , 

9. Does our shelving conform to standard library specifications, 
including adjustable shelves? . 

10. Is our building comfortable as to lighting, heating, and 
air-conditioning as required by the climate? 
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Is there an attractive, wel 1 -pi aced , public bulletin board? 
12. Does- the building conform to al 1 tui Iding and safety codes? 
\y: — Is the building accessible to the handicapped? 
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^ OUR STAFF 



1.; Is our Librarian ery:husiastic, efficient, and friendly, 
and does heor she -know the community? 



~Zl Does~The~Ttaf'fnao^ 

each member through helpful, friendly, and competent 

service to every patron? j>r 

p.. ■ •■ 

3. Does 'staff have the requisite training and experience? 

■. } . A . 

k. Is it unnecessary for staff to use their own time.to carry 
the work load? 

5. Is sufficient help provided to carry on the work of the 
library? 

8 

6. Are our salaries comparable to those paid in our community 
for comparable .work, and also to the scale in other librarf^jj 
of . comparable size? 

7. Does our staff have vacation and sick le,ave with pay, and 
an opportunity to participate in social securi^ty, retire- . 
ment, and a hospital i 29): ion plan? ' - ■ . 

8. Does our staff have comfortable working ^ondi tions as to 
1 ight, heat, vertti lation, work, and rest r.ooms? 

9JI Is our staff encouraged and helped to get in-service 

training through paid time and travel expenses to attend 
professional meetings and workshops and take extens'ion 
courses jn library, science? 

10. Does our . library subscribe to professional magazines and 
provide staff members time to read and discuss them? 

11. Does our Librarian actively relate the library to community 
activities by taking part on programs, working with club 
program planners, etc. 



YES NO 
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OUS, BOOKS AND MATERIALS 



4 



Is there a written book selection policy as to the types . . .y: 



of books and materials which our library procures by- 
purchase and accepts as gifts? 

Is our book collection d assif ied-iabeied r-^nd-shelved- 



according to an organized plan? 

3. Does our book col lection provide for the needs and intirests - 
of all ages: adults, young people, and children?, v j- 

k Does our book collection for adults and::^young people/include- 
both fiction and non-fiction, with emphasis on. i nf ormat 1 onal 
materials? . 

5 Are our book* selections'made from reliable book selection 
aids for eachage group, e.g., Booklist , Library Journal, 
Public Library Catalog , and Chi Idren's Catalog? 

^6. Is our acceptance of gift books on the same selection basis 
as for purchased books? 

7. Does the Librarian purchase books each month to maintain a 
regular flow of material? 

8. Is our book collection kept clean, and in good repair? 

9. Is the quality of our book collection maintained by regular 
"weeding" of worn-out, uruiseci,' and out-of-date books? 

10. Has 041 collection been "weeded" within the past two years? 

-11. Are books selected by our Librarian and staff, and considera- 
tion given to requests of patrons? - 

- 12. Is there an accurate shelf-list of the book collection 
maintained for use in selection and inventory? 

*T3. Is an accurate record kept of the number of books, additions, 
and withdrawals? 
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NO 
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OUR LIBRARY'S SERVICES 



YES 

I. Have the services offered changed significantly in the past 

five years? 

~z: — D oes our HT brary se We~a-T4^^iP^€^^ — - 

' economic, educational, occupational, social, religious, etc-? __ 

3. Does oui- l ibrary serve as the communi ty information center 

as well as a^source of recreational materials? . 

Jl. .Does "our Librarian give individual readers assistance in 
finding what they need and in motivating reading of all 
age groups? " : 

' S^r^liiellp^' given to clubs in program planning? 

6. Is assistance given to organizations in obtaining films for 

program use? 

7. Do we help patrons by keeping borrowing rout ines s imple, 
maintaining telephone reference service, and having the 
library open when it is needed, including night hours if 

needed? 

8. Are there children's story hours and reading programs? 

9' JKre there timely exhibits and displays in the library? 

10. Does our Librarian borrow through interlibrary loans to. 

supply informational needs not covered by our book stock? ^ — 

II. Is service extended. outside the library through deposit / 
stations, service to hospitals, shut-ins, jails, and y 
home-delivery services? 

12. Do we let our community know of our services through regular v 
and frequent use of newspapers, radio^y TV, direct telephone V 
contact, exhibits outside the library, and other publicity? ^ 

13. Are the library's hours- in the newspaper every week? ^ _ 

14. Is there a community-wide observance of National .Library 

Week and Children's Book Week? ' 

15. Are the monthly and annual reports made the subjects of 

news stories in local papers? 

16. Do we maintain close relations with other libraries of the 
community, e.g., school libraries, church libraries, etc.? 

s 
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(" . OUR LIBRARY'S SERVICES 



YES 



NO 



17. Do we report our statistic^ regularly an>v^urately to^the 
state library as required by law? 

18. Do we make use of the consultant and advisory service of our 
^ state library extension agency? 

19. Is our library accredited by the South Dakota Library 
Association? 



--Adapted with permission from a publication of the Texas State Library. 
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Appendix B / ■•: 
THE GOOD TRUSTEE ^■ 



Events ofteh remind "us. how much the ideas 'and skills of individual public 
library trustees can influence the welfare of the library they serve. Know- 
ledge and experience are indispensable also. It pays to review occasionally 
the basic legal and traditional duties and responsibilities of public li- 
brary trustees, using them as measures of effectiveness. Here are some * 
' foi;^thpught> restated from Wyomi^ State Library's OUTSIDER , Fall, 197^: 

^ A.. Attend Board meetings and aff i 1 iate with professional organizations. 

B. Employ a competent and qualified librarian, at an adequate salary, and 
provide an adequate and qual i f led staff to work with the librarian. 

C. Establish conditions of . employment and provide for welfare of the staff. 

D. Provide for building and space needs and maintain .1 ibrary property. 

E. Determine tf^d^ purposes and objectives of the library, re-e;^tnining them 
periodically, and studying library program^ and needs in relation to 
community changes, ne^ds, interests, and trends. 

F. Determine and adopt wri tten poSi cies to govern operation of the library, 
ass i gni ng . thei r execution to the librarian and the staff, including a 
clear-cut policy and prc^edure in book selection. - 

G. Establish rules and regulations -governing use of the ' l,i brary , upon recom- 
mendation of the librarian. 

H. See that accurate records are kept on file at the library; assist in 
preparation of an annual budget. \ . • 

■ V 

V I. Secure adequate funds from the appropriating agency, and^from new sources 
if necessary, to carry out library programs ^and improve service. 

^. . . : 

J. Establ ish, support and participate in a vital publ i c relations program for 
the 1 ibrary. * 

K. Build good rapport with governing off icials ^and general public by 

regular reporting, coordination of activities, positive relationships. 

L. Be aware .of state, local, and federal library laws and actively support 
library legislation which improves'and extends library service. * 

M. Know and understand resources ava.i lable through statewi de library develop- 
ment programs; study advantages of participation in them. . 

N. Know national public library standards; actively use them as goals. 

0. Attend and support state, regional, and national trustees meetings and 
vyorkshops; they are designed for fuller development of trustee talent 
and understanding. 
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ORGAN 1 ^AH ON OF THE L I flBAlTY BOARD 



Append ix C 



ORIENTATION FOR THE BOARlJ-MEMBER j . 

• . ' ■ ' ^ ' ' 

Once appoKfited, the new member should be*given;an introduction to the 
■ role of a Board, member before the next Board meeting, if possible, or at the 
4>eg'mrrj ng-of-^he^next— BoardrjTTieet^l ng-; — The- cha i rper son^ of "the-Bdard-and— the— l i-^^ 

brarlan are jointly respon^^J^le for this orientation. Some of the' information 

the new member needs to know, includes: ' 

1. All of the Board's duties. ^'•? . 

2. The difference betweqp the concerns of the li.brary director 
and the Board membersC ' 

'3- The library, both pa^^ji|and present — legal basis, finances, ' 

physical fac^l i ties, -piol icies, col lection, staff, services, \^ 
plans. ■ ' 'r ' ^ 

4. The community*-^histor^g.al ly, demographical ly, economically, 
educational ly-^-^ociaHy, pol i tical ly. 

5. State and\nat,u6rial libYary t nfprmation--state library laws, 
federal 1 i brar^^leg i slation , services of the South Dakota 
State L i bra ry,4ft»tate)^^cfe plans for library development, 
state and natic^a>^tan|lards. 

This is not all that^'^yiBoard ntembef needs to know, but. it will give the new member 
the backgro4jnd' on whicn^to base*. ea,rly decisions'! The local 1 ibrary should provide 
the n"ew member with a copy ofjShe SOUTH .DAKOTA PUBLIC L I BRARY, TRUSTEES MANUAL, 
the bylaws of the Board^> loc^T^ordinances that pertain to the library, the last 
annual budget and monthfly updjptes^ the rules and regulations for the library, 
a policy statement for 6^he librar^, a personnel chart, minutes of previous Board 
meetings, the Iqst annual report, a map showing branches, stations and bookmobile 
stops, names add ressesfe* and ^te^Fephone numbers olClmembers of fthe Board and staff, 
etc. - X_ 
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BYLAWS r-'"^ 

The Board should t)e organized. with effective routines^for the conduct of its 
own affairs. Every^'Board should have a set of bylaws- outUning these routines in- 
cluding: \ ['^^.'y " . ; 

1. Place and -^me^iKregul ar meetings. j^, « 

2. Order of*busines^^ ' 

3- Officers, committees, and their duties., - . * 

k. Date of annual meeting to consider the budget (if one is held). 

5. Procedures for ral 1 ing special meetings. 

6. Definiti9n of a quorum. 

7. Pa^^l ianientary rules to be followed. 

8. The role of the library director. 

9. Procedures for amending the bylaws. 
♦10. Limitations on Board members. 



SDCL 14-2-^0(2) Each board of public library trustees shal 1 
Adopt bylaws for the conduct of their business... 

30 

ft 



MODEL BYLAWS OF A PUBLIC LIBRARY 
BOARD OF TRUSTEES 

Article I - Name and Authorization 

T h i s or gmzatron-sha 1 ]-be-ca 1 1 ed-''The -Boa rd-of-Trus^tees-^ 

Library," 

existing by virtue of the provision of Chapter 1^-2 of the Sou th Dakota Codified 
Laws , and exercising the powers and authority and assuming the responsibilities 
delegated to it under the said statute. 

Article II - Meetings / 

The Library Board Shall meet on the 



(day). - 

of month or months at ' , ^^e library. 

(time) 

An annual meeting sha?f be held at the time of the regular monthly meeting 
for the month of • '. : ;* 

SpeciaTmeetings may be called by the President or upon the written request 
of three members for the transaction of business stated in the call for the 
meeting. — - . j 

Article I I I - Officers ^ 

Board officers 'shall be as follows: President, vice president and secr-etary. 
The librarian shall serve as secretary of the board. All other officer? shall be 
elected from among the trustees by ballot at the annual meeting of the board. _ 
Each officer shall serve a term of one year in such, off ice, and may be re-elected 
in subsequent years. .-f^r^ 

■The president of the board shall preside at all meetings, certify all actions 
approved by the board, authorize calls for any special meetings, and generally 
perform the duties of a presiding officer. 
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MODEL BYLAWS (Continued) 



In the absence of the president, the vice-president shall perform all 
duties authorized for the president. 

■ ■ . 

The board secretary shall keep a true and accurate account of all preceedings 
of the board meetings; issue notices of all preceedings of the board meetings; 
issue notices of all regular meetings and,, on the ^jt^itjhori zation "of the president, 
of all special meetings; and have custody of the miwi^tes and the other records of 
the board. 



If the library board shall have direct charge of any funds, a treasurer 
shall be elected in the same manner as the president or vice-president-. -^The 
treasurer shall have charge of such library funds, shall sigh checks on the 
accounts on the board's aathorization and report at each meeting on the state 
of the funds. " - 

. ' f • / . ■ ' 
Article IV - Committees 

^ Special commi ttees for the study and investigation of special problems may 
be appointed by tfee president to serve until they have completed the work for 
which they were appointed. 

Article V - Quorum 

A quorum for the transaction of business shall be a s impale majority of the 
board members. ' 

Article VI - Librarian , . 

« ■* . • 

The librarian is the board's executive officer and shall have sole charge of 
administering the library under the board's direction and revi ewvj^ The librarian 
shall be responsible for employing and directing the staff, for selecting 1 ibrary 
* materials , for the care of the buildings and equipment, for the efficiency of the 
library's service to the public, and fo^ operating the library under the financial 
conditions set forth in the annual budget.'. The librarian shall keep exact accounts 
of all moneys received or e>fperfded, a,nd shaH report on such receipts and 
expenditures at each regular meeting of the bbard. The librarian shall perform 
the duties of secretary of the library board, and shall attend all board meetings 
e>jcept when her or his employment or salary is to be discussed. 

Article VII - Order of Business 

The order of business at the regular meetings shall be as follows: 
^ Roll Call 
Approval of previous meeting's minutes 
Correspondence and communications 
Report of Librarian 
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MODEL BYLAWS 



(Continued) 



Financial report and approval of expendl tures, 
Reports of committees. 
Unfinished business. 
New business. 

Adjournment. ' > 



Article VIII -Amendments 

These bylaws may be amended by a s imple major! ty of the members present 
at any regular board meeting that has a quorum, provided that the amendment 
was' stated in the call for the meeting which was mailed to the members at 
least one week before the meeting. 
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MODEL -eaOK SELECTION POLICY 
o-:. LIBRARY 



POLICIES AND OBJECTIVES ■ ^ 

the purppse of this policy on book selection is to guide Jn the 
selection of material s and to inform the publ ic about the principles 
upon which selections are made. This statement was approved and adopt- 

"ed on ~ "~ r9 "~' 6y~ the 



Library Board, which assumes ftjll responsibi 1 1 ty for al 1 legal actions 
which mciy result from the Implementation of any policies stated herein. 

LIBRAf\Y AIMS 

y.' \ Thre aim of the " ^'Library is servic^ 

fo all people. This encompasses individuals and groups of every age, 
. / education, philosophy, occupation , economic level , ethnic origin and 
./ / human condition. Ful f i 1 1 ing the educational, informational and recreation- 

;V al needs' of these people is the ' Li- 

^ brary*s- broad purpose. More specifically, it helps people to keep current 
; with change iii al 1 area educate themselves continually, become better 
/n^ of their families and cpmmunitiies, become socially and political ly 

aware, be more capable in thei r occupat ions , develop their creative abilities 
and spiritual capacities, appreciate and enjoy 1 i terature \and art , contribute' 
toVthe ovg^rall expanse of knowledge, and stimulate their own personal and 
social well-being. All printed and nonprinted materials are selected by 
this library in accordance with these 'basic objectives. 

.;b;E;SP0NSIBU1TY FOR MATERIALS SELECTION 

■ '' * *^ . ■■- ■ , . " 

This library board adopts as part of its policy the .fol lowing. para- 
graphs from the Library Bill of RLghts: 

1. As a responsibility of library service, books and other Ylbrary materials 
should be chosen for .values of interest. Information and enl ightenment 
of al 1 people of the community. In no case should 1 i brary material s 
be excluded because of the race or nationality or the social, political, 
or religious views' of the authors. 

2. Libraries should provide books and other materials presenting al l 
, points of view concerning the problems and issues of our times; no 

1 ibrary' materials should be proscribed or removed from libr^rjes 
because' of partisan or doctrinal disapproval.' 

^ Final' rVspdns ibi 1 i ty for selection of books and library materials is 
and shall be vested in the librarian. However, the librarian may delegate, 

to such memberS-,of~the staff as are qualified by reason of training, the 

authority to interpret and guide the application of the policy in making 

day-to-day- .selections. Unusual problems wi 11 be referred to the librarian 

for resolution. Any books and library materials so selected shall^be held 
to be selected by the board. 
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CRITERIA FOR SELECTION 



1 



Certain factors influence the selection of 1 ibrary materials. 
Among these are: 

1. the author's reputation and significanqe as a writer; ' ^• 
2* The importance of subject matter to the col lection ; 

3. Avallabll Ity of material in the system, in other libraries or In print; 
^1, Timeliness or permanence of the book; ^ \ ■ ' 

5, Authorltativeness; 

6, . Inclusion in standard bibl iographies or indexes; 

7^— Pr-icei; 



8, Format, incl uding -possibi 1 ity of rebipding, as wel 1 as type and 
• leg Ibl 1 i ty. ; * 

SCOPE OF THE COLLECTION _ • 

■..4;- , ■ , ■ 

The library r^cdgnizes-;it?s^^^^^^ to provide reference and re- 

search materials for the di reci answering of specif ic questions and for 
continuing research. It also recognizes the "purposes and resources of 
other libraries in the community and shall not needlessly duplicate 
functions and materials* 

The library' acquires textbooks and other curr^icul ujp-rel ated materials 
only whe;i such materials serve the general public. ' 

The library acknowledges a particular interest in local and state 
history; therefore, it will seek to acqui re . state and municipal public 
documents, and it will take a broad view of works by and about South Dakota 
authors as well as g'eneral works relating to the State of South Dakota, 
whether or not such materials meet the standards of selection In other 
respects^ However, the library is not under any obligation to add. to its : ^ 
col lectiOTseverytHIng -about South Dakota or produced by . authors, printers, 
or publishers with South Dakota connections if it does not seem to be in 
the public interest to do so. . 



GIFTS / • . 

Unconditional gifts, donations, and contributions to the library may 
be accepted by the librarian on behalf of the Library Board. No gifts or 
/donations cond itional ly made shall be accepted without the approval of the 
Library Board. 

General ly, collections of books will not be accepted "wi ^h restrictions 
which necessitate'special housing, or which preyent integration of the gift 
into the general-^^^^^^^ 

. TheVsame standards qf selection will gov^n the acceptance of gifts . . 
as govern purchase by the library. If material is usefuT but not needed, ■ 
it may be disposed of at the discretion of the librarian. 



MAINTAINING THE COLLECTION 

Systematic withdrawal of materials no longer useful 's necessary J n 
order to maintain relevant resources. The same criteria will be* us^d in 
weeding materials from the collection as are used in^thei r acquisition, - 
The decision to withdraw library material shall be based on the physical 
condition, use of the material as determined by last date of loan or by 
number of loans in the last five years, and age of the material as a mis- 
Information factor, especially in the areci of the sciences. Library staff . 
members are to be thoroughly Instructed with regard to the necessity for 
discarding books and library materials. 

CENSORSHIP 

The selection of library books and materials is predicated on the 
library patron Vs right' to read and, similarly, his freedom from censorship 
by others. ' Many books are controversial and any given item may offend some 
persons. Selections for this library will not, however, be made on the 
basis of anticipated approval or disapproval, but solely on the merits of 
the material in relation to the building of the col lect Ion and i;e^servlng 
the Interests of the readers. This Library holds censorship to be a purely 
individual matter and declares that--whlle anyone Is free to reject for 
himself books and other materials of which he does not approve--he cannot . 
exercise the right of censorship to restrict thj^^^freedom of others. 

With respect to the use of library materials by children, the decision 
as to wKat a minor may read is the responsibility of his parent or guardian. 
Selection will not be Inhibited by the possibility that books may inadvertent- 
ly come into* the possession of minors.^ * 

, ' ' • ' 

It Is the right of any c\t\9in of to recommend library 

materials for selection consideration by the , 

Library and it is the obligation of the Librarian and his/her staff to conyideV 
such, recommendations with the same evaluative criteria established above. Such 
recommendations shall be made in writing on forms developed by the Librarian. 

It is also the right of any citizen of ^ to 

question any library material selected by th6 ■ 

Library since opinions may differ in our democracy. Such questions shall be 
presented In writing on forms developed and made available by the Librarian 
and shall be specific as to title and nature of the-material being questioned. 
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REFERENCES 



American Library Association.- Library Bill of Rights (adopted 
June 18, 19^*8; amended February 2, 1961, and June 27, 1967, by the 
ALA CouncI 1 ) . 

Policy includes American Library Association Resolution on Challenged 
Materials (adopted July 22, 197^* by the ALA Council). 



citizen Request Form for Purchase of Materials 

• ; . AUTHOR 

TITLE * 



EDITION or SERIES 






VOLUMES 






PLACE or PUBLISHER 




YEAR 


LIST PRICE 

J 






RECOMMENDED BY 












REVIEWED IN 
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Signature 



Date 
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LIBRARY 



Author: 
Title: 



CITIZEN'S REQUEST FOR RECONSIDERATION OF LIBRARY MATERIAL 



Publ Isher (if known) : 
Request initiated by: 
Address: 



City: State Zip Tel 

Coimplaint represents: 



Himself 

(Name of Organization) 
(Identity other group) 



1. To What in the material do you object? (Please be specific; cite pages.) 



2, For what age group would you recommend this material? 

3. Is there anything good about the material? 



k. Did you read the enti re Material? What parts?_ 



5. Are you aware of the judgment of this material, by literary critics? 



6. WRat do you believe is the theme ofTthls material?_ 



7. In its place» what material of equal quality would you recommend that would 
convey as valuable a picture and perspective' of *the subject treated? 



Signature of Complaintant; 



38 



FRir 



mbtm IBtU of HtghtH 



The Council of the American Library Association reaffirms its belief in the 
following basic policies which should govern the services of all libraries. 

1. As a responsibility of library service, books and other library mate- 
rials selected should be chosen for values of interest, information and en- 
lightenment of all the people of the community. In no case^hould library 
materials be excluded because of the race or nationality or the social, politi- 
cal, or religious views of the authors. 

2. Libraries should provide' books and other materials presenting all 
points of view concerning the problqpis and issues of our times; no library 
materials should be proscribed or removed from libraries because of partisan 
or doctrinal disapproval. ? 

3. Censorship should be .challenged by libraries in the maintenance of 
their responsibility to. provide'public information and enlightenment^ 

4. Libraries should cooperate with all persons and groups concerned 
with resisting abridgment of free expression and free access to ideas. .* 

5. The rights of an individual to the lise of a library shouljd not be denied 
or abridged because of his age, race, religion, national origins or social or 
political views. - . 

" 8. As an institution- of education for democratic living, the library 
should welcome the use of its meeting rooms for socially useful and cultural 
activities and discussion of current public questions. Such meeting places 
should be available on equal^erms to all groups in the comniunity regardless 
of the beliefs and affiliations of their members, provided that the meetings 
be open to the public. 

^ • . . 

Adopted June 18. 1948. 
Amended February 2, 1961, and June 27, 1967. by the ALA CounciL 
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• RESTRICTED ACCESS TO LIBRARY MATERIALS 
An Interpretation of the LIBRARY BILL OF RIGHTS 

Restricting access of certain titles and certain cl assesj3£-4+KrTi^ materials 
Is a practice common to many libraries in the JUELLt0<l'''^t^es • Collections 
of these materials are referred to by a variety of names such as *'closed 
shelf, "locked case," "adults only," or "restricted shelf" collections; 

Three reasons generally advanced to justify restricted access are: 

•(1) It provides a refuge for materials that belong in the collection 
but which may be considered "objectionable" by some 1 itrary 
patrons; 

' (2) It provides a m3^ns for controlling distribution of materials 
which alledgedly should not be read by those who are not 
"prepared" for such materials by experience, education or 
age; 

(3) It provides a means to protect certajn materials from theft 

and muti lat i on. ' ^ 

Though widely used - and often practical - restricted accessto library 
materials Is frequently in opposition to the principles of intellectual 
freedom. While the 1 imi tation differs from direct censorship activities, 
such as removal of library materials or refusal to purchase certain pub- 
lications, it nonetheless constitutes censorship, albeit a subtle form. 
As a form of censdfrship, restricted access violates the spirit of the 
LIBRARY BILL OF RIGHTS in the following waysj^ 

(1) It violates that portion of Article II which states that 
"...no library materials should be proscribed... because 
of partisan or doctrinal disapproval." 

The word "proscribed" as used in Article II, means 
"suppressed." Restricted access achieves de facto sup- 
pression of certain materials. 

Even when a title is listed in the card catalog with a 
reference to its restricted shelf status, a barrier is 
placed between the patron and the publication. Because 
a majority of materials placed in restricted collections 
deal with controversial, unusual, or "sensitive" subjectS|^ 
asking a librarian or circulation clerk. for them is an 
embarrassment for patrons desiring the materials. Because 
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RESTRICTED ACCESS TO LIBRARY MATERIALS 
An Interpretation of the LIBRARY BILL OF RIGHTS (con 



•t) 



restricted collections are often composed of materials 
which some library patrons consider "objectionable," the 
potential user Is predisposed to thinking of the materials 
as "objectionable," and Is accordingly Inhibited from 
asking for them. Although the barrier between the materj^als 
and the patron is psychological, it is nonetheless a tangible 
limitation. on his access to^ information. 

Itrylojates Article V which states that, "The rights of an 
lifelvldual to the use of a library should not be denied or 
abridged because of his age... , - 

Limiting access of certain materiais to adults only abridges 
the use of the library for minors. "Use of the library," 
includes use of, and access to, 1 Ibrary^materials. Such 
restrictions aVe generally instituted under the assumption 
that certain materials are "harmful" to minors, or in an 
effort to avoid controversy with parents who might think so. 



position as librarian. The American Library Association holds 
that I t i s' the pareat;.- and ^qnly ^the £arept-- -wh^^ 
his children - and only hTs children -"in" reading matter. The 
parent who would rather his child did not read certain materials 
or certain kinds of materials should s6 advise the child.* 



When restricted access is implemented to protect materials from theft or 
mutilation, the use of the practice may be leglmate. However, segrega- 
tion of materials to protect them must be administered with extreme atten- 
tion to the rationale for restricting access. Too often only "controversial' 
Materials are Vhe subject of such segregation, leading to the conclusion 
that factors otrter than theft and mutilation were the true considerations. 
The distinction Vis extremely difficult to make,^ both for the librarian and 
the patron. 

Selection policies, carefully developed on the basis of principles of intel- 
lectual freedom and the LIBRARY BILL OF RIGHTS, should not be vitiated by 
administrative practices such as restlcted access. 



*See#also FREE ACCESS TO LIBRARIES FOR HINORS, adopted by the ALA Council, 
dune 30, )372. ^ * ^ 




Idfepted February 2, 1973 by the ALA Cpuricll 



(/SBN 8389-6081-2) 




POLICY ON CONFIDENTIALITY OF LI BRAf^Y RECORDS 




responsible officers of each library in the United States: . ^ 

1. Formally adopt a policy which specifically recognizes, 
Its circulation records and other records Identifying 
the names of library users to be confidential, in nature*. 

2. Advise all librarians and library employees that such - 
records shall not be made available to any agency of * 
state, federal, or local government except pursuant . 
to such process, order, or subpoena as may be authorized 
under the authority of, and pursuant to, federal, , 
state, or local law relating to civil, criminal, or 
administrative discovery procedures or legislative 
investigative power. 

3. Resist^ the Issuance or enforcement of any such process, 
OPder, or subpoena until such time as a proper showing, 
of good cause has been made in a court of competent 
jurisdiction.* . 



*Note: Point 3, above, means that upon receipt of such process, 
order, or subpoena, the library's officers will consult with their 
legal' counsel to determine if such'process j order, or subpoena is" 
In proper form and if there is a showing of good cause for its 
Issuance; If the process, order, or subpoena il^ not in proper form 
or If good caus6 has not been shown, they wi l.r insist that s,ucb 
defects be cured. y i 



Adopted January 20, 1971; revised July ^, 1975, by the ALA Council 



(ISBN 8389-6082-0) 



RESOLUTION ON CHALLENGED MATERIALS 
An Interpretation of the LIBRARY BILL OF RIGHTS 



WHEREAS The LIBRARY BILL OF RIGHTS states that no library materials should 
rSros^rib^d or removed because of partisan or doctrinal disapproval, and 

WHEREAS, Constitutionally protected expression Is often separated fr> un- 
protected expression only by a dim and uncertain line, and 

WHEREAS Any attempt, be It legal or extra-legal, to regulate or suppress 
St^' musi brcl^^^ scrutinized to the end that protected express.on 
is nod[|y>ridged In the process, and 



WHEREAS, The Constitution requires a procedure designed to focus searchingly 
on the question before speech can be suppressed, and 

WHEREAS. The dissemination of a particular work which is alledged to be un- 
protected shouJd be completely undisturbed until an independent determination 
has been made by a judicial officer, including an adversary hearing. 

THEREFORE, THE PREMISES CONSIDERED, BE IT RESOLVED, That the American Ljbrary 
Association declares as a matter of firm principle that no chal lenged 1 i brary 
material should be removed from any library under any ^^^a or extra- legal 
pressure, save after an independent. determination by a judicial officer .n 
a court of competent jurisdiction and only after an adversary hearing, in 
accordance with well-established principles of. law. 



Co 



Adopted by the ALA Council, June 25, 1971- 



■ • / 



^♦3 




Appendix E 

^ THE BUDGETING PROCESS 

The following is a brief oijtline of the steps involved in 
budget: ^ j 

1 . -jThe first step in preparing the budget is its formulation. / 
^This step is done pri^iarily by the library director and / 
staff; The library's plan should include approaches to / 
the various goals and objectives that are feasible in terrfis 
viof anticipated resources^ The steps involved in these 
*^approaches should be ranked according to t|?eir priority / 
and available funds should be allocated in terflfs of the 
rankings. Basically, budget formulation involK/es transT 
lating the steps into the staff and resources ^necessary, 
to implement them and determining the costs. | 



2. The budget, once formulated^ should be presented to tlie 
Board. It should be explained in depth and di;sCjUssed 

so that all the questions that may arise in t^e ^icommuni ty ^ 
are anticipated and necessary changes made. I^. ■ / 

\ It / . . 

3. If the Community has been involved from the ver* beginning, 
public support should be generally favorable,|tf^t no one likes 
to pay taxes and continuous effort should be maae to counteract 
anti-tdX sentiment.<^Al 1 the news media should be used. Budget 
discussions should be open and the press, Fi-ysrds, general 
public, and- governmental officials not only>TSeloome, but especial- 
ly Invited. Every Board member should be inf^y^d and be prepared 
to answer any question about the budget that may arise in daily 
contact. it 

4. When the proper time comes, the Board should accompany the * 
library director to present the budget to ^Ijjie proper al- 
locating authorities. These governmental jbfflcial $ must 

see that the Board, as representative tax|^^|ei^s, support 
the budget. | ' 

No specific budgeting system can be recommen|ed , since the library's 
accounting system should be compatible with that used^by the governing 
bdciy. The budget should be detailed enough to as|ure the authorities 
that the mone;y will be spent in the manner agreed';' upon, but not so detailed 
that all the money is tied up in accounts from which it cannot be transfer- 
red without first requesting the transfer from the funding authority. 
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LIBRARY BUDGETING FORM 



;l Name of Muni cipal i ty or County 

Name of Library ^ 

Fiscal Year 19 Accounting Form 



k^0 Personal Services 

if 11 Salaries and Wages 

412 OASI 

413 Retirement 

414 Workmen' s Compensation 

415 Group Insurance 
Total Personal Servi ces 



Actual Expen- 
ditures 
Prior FY 19_ 



Budget for 
Current 
FY 19 



Current Yr, 

Budget 

Expended 



Budget 
for 

^Mext FY 19 




42(/0ther Current Expense 

421 Insurance 

422 Professional Services 
S Fees 

423 Publishing 

424 Rentals 

425 Repairs & Maintenance 

426 Supplies & Materials 

427 Travel & Conference 

428 Uti li ties 

429 Other 

Total Other Current Expenses 



430 Capitol Outlay 

431 Land 

432 Building & Structures 

434 Books ' 
434A Books 
434B A-V 

434c Magazines 
Total 434 

435 Furniture S Minor 
^ Equipment 

436 Machinery S Automo- 

tive Equipment 

437 Street Improvements 
439 Other Capital Expendi- 

'*'tures 
Total Capital Outlay 




The accounting form above shoul 
Q form should be made to summarize all the programs. 
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STATE LIBRARY DEFINITION OF ADEQUATE LIBRARY SERVICE 



Rules of the South Dakota Department of Education and Cultural Affairs, 
Cultural Affairs Division, Office of the State Library Commission: 

Section 2^:30:01 :02. .a public library is considered inadequate 4f it- 
is -not open to the public at l^st forty hours a week including at least two 
nights and a period of time on Saturday; if it has no telephone; if it is 
not staffed with at least one person holding a bachelor's degree from an 
accredited institution of higher education, or having two years of college 
and six hours of col lege credi t in Trbrarianshi p or twelve library continuing 
education units, or having two yiears of college and two years'of library 
experience, or having a high school diploma and twelve hours of college credit 
in 1 ibrarianship or twenty-four library continuing education units or an 
equivalent combination of college credits in 1 ibrarianship and 1 i brary continuing 
education units; if It is more than ten miles distant from a citizen's place 
of residence or business; if it purchases less than f ivehundred books per 
annum;.iand if it does not purchase the minimum quantity of book<-and periodical 
indexes recommended by the'state library. ^ , . 



(The above definition is utilized by the state library to ;deterinine dfr^ 
access to state library services by persons not receiving adequate servfde.^^ it^^ ^ 
should not be considered mandatory or complete in any other application,,) . 




GLOSSARY 
LEARN INC. THE ll BRARY LANGUAGE 



= the profession of 1 ibrarlans.hJp. has a language all i ts pwn . >derstand ing these 
■ common terms will help trustee and librarian to cortimun i ca te^^j^^^ . ... • ^ 

ACCESS - ava M ab i 1 1 ty of the 1 i bra ry and its serv i.ces toj^^en t.s of an ^^rea^ ,v 
.se4e^ tn ^larger^ ability to reach sourc#'Yormat.on thrdu^J.., 



a library and .Its cooperative links to other sources . . 

ACCREDITEd'lI.BRARY school - a college or ^^:^'^m^'r^; 
program meeting standards of the American L^brai^;^^.at,on and afvc^^^^ 
credited by a committee of ALA. Called "appro^ graduate 1 i brary school m some 
Instances, •> - 

ACQUISITION - the process of acqui ring the"l ibrary mater ial s which 'make up a li- 
brary's cpl lection. .' • ... 
ADMINISTRATION - the management of the li'brary within established policies. 

AUDIO-VISUAL - communication resources which re 1 y on ^ device for transmission 
reproduction, or en 1 a rgement to %e effect ively^ utilized or understood (e.g... f.lms, 
•tapes, records, etc.) Excl uded Ire pr int and, print substituted. 

SCR - BIbliographicar Center for Research., A program in "^ich academic public, 
governmental! and institutional libraries in •several Western states (including ^ 
South Dakota) share resources and access materials. ^ 

, BO/VRD OF LIBRARY. TRUSTEES '-^^^ for; the members of a public library governing 

• ftobK: SELECTION POLICY - see MATERIALS SELECTION POLICY. 
:.;!b6.WS - see LIBRARY MATERIALS. 

CALL NUfftERS - the notation'used to identify and locate a particulaY book on the 
sJelvesf it consists of the classification number and author number, and it may 
also include a work number. 

CARD CATALOG - aslist of books, maps, etc., arranged according to a definite plan 
(su?h as alphabet^^^ by author/title, or subject). Entries are made on car-ds 

oruni?or^s?zrand. quality, and stored in the desired order on Jhei r edges la^ ^ 
drawers. . j^yfl 

CATALOGING - the process of describing an item in the coll^W and assigning a 
classification (call) number. . f^*^' 

CIRCULATION - the activi ty- of a. l ibrary in lending materials to borrowers and_the 
rlcordlng of these loans. Statistics showing use of the 1 ibrary by a count of 
•,;^teHa7s checked out. Al so department or area of the 1 ibrary which receives 
returned materials ahd checks out materials to the user. 
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CLERK - library employee assigned to duties of a clerical and >aCifine nature. 

COLLECliON - the total accumulation of all library materrals provided by a 
library for its clientele. ' ? 

COMMUNITY - area to be legally served by the library, such as a city, co^jnty, or 
multj-county area.- 

. .. ■ . . ■ ' " ^ 

DEPOSIT STATION - a publ ic 1 i brary service point in a community location such as ' 

a school , factory or store where a small collection of materials i s^ establ i,shed 
and rotated. ' " - * 

DEWEY DECIMAL SYSTEM - a method of classifying literary materials based on the use 
of decimals and *deve loped by Mel vi 1. Dewey. ^ 

' ■ . ' ' ■ •■ 

FILMS - see LIBRARY MATERIALS. : 

GOVERNING BODy\ the commission, council or other elected body which gove^-ns a local 
governmental uni^t. 

INTERLIBRARY LOAN - originally, one library borrowing from another in order to^ 
serve the user. Now, a system of interli brary cooperation which al lows 1 i braries 
to put their users in touch with material they rtBed no matter where it is in the 
many kinds of libraries in a state or nation. ' 

LSCA - Library Services and Construction Act. Enacted to assist the states in the ' 
extension and improvement of public 1 ibrary services, to provide funds for library 
construction, to strengthen stat^ library administrative agencies, and to promote 
interl ibrary cooperation among all types of libraries. 

Librarian - an employee assigned -to professional l i brary responsi bi l i t ies and duties 
The chief administrative officer of a public library. v 

LIBRARY BOARD - see BOARD OF LIBRARY TRUSTEES 

LIBRARY MATERIALS - the variety of resources whicK^a library might have: books; 
periodicals; pamphlets ; lopal , state, .and federal governnjerit publ ications; news- 
papers; pictures; films; slides; f i Imstrips; art reproductions; music scores; maps; 
recordings and tapes; various forms of microreproductions; television; tape record- 
ers; record players; video tape; etc. 

LIBRARY OF CONGRESS - the library in Washington, D'.C. which services the U.S. Congre 
and other libraries in increasing f;>rms of service. . LC does cataloging while books 
are in the publication process so that catalog cards can be available as soon as the 
book is purchased by libraries. Many libraries are using the LC catalog system in 
place of the Dewey Decimal system. %■ " 

LOCAL GOVERNMENTAL UNIT - any chartered governmental unit, county, or municipality,-^ 
or two or more of them, if applicable, of the state of South Dakota. 



: MINITEX - Minnesota Interl ibrary Telecommunication Exchange. A.program in which 
dcademic, publ ic, governmental , and institutional libraries in Minnesota and 
neighboring states (including South Dakota) share resources, cooperatively, 
catalog materials' and access materials. 

MLS - The Maiter of Library Science degree, taken as a fifth year of study beyond 
the bachelor level. Usually regarded as a minimum requirement for a professional 
1 i b ra r i an . . " • , ' . ' 

•MULS - Minnesota Union List of Serials. A machine readable listing of the peri- 
odical holdings of the libraries participating in MINITEX-avai lable on microfiche, 
hard copy' or computer pri ntout . South Dakota is included in this listing. 

MATERIALS fflELECTI ON >OLI CY - the board-adopt«d statement governing the '.acquisition 
of 1 ibrary pater ial s. _ - . 

MEDIA - fyrifit^d and audio-visual forms of communication and any necessary equipment 
required .to render them usable. 

MICROFORMS -any arrangement of images reduced in size, as in microfilm or micro- 
fiche. Included under LIBRARY MATERIALS. 

MILL LEVY -' the number of mills (one mill equals one-tenth of a cent) which is 
multiplied by the valuation (accessed or adjusted) of property to determine the. 
amount of tax to be paid by the property -owner r 

NON-RESIDE'NT .- a person not residing within or" pay i ng taxes to the goyernmental unit 

which provides funding for 1 ibrary service. - 

.■ ■ ■ • ■ ■ - ' ' ■ ' ' 

OCLC - formerly -the Ohio Col lege Li brary Center , now OCLC, Inc. The computer network 
^ some South Dakota libraries have joined for such services as cataloging, interl ibrary 
lo'an and Bibi iographic reference. 

PAGE - a 1 ibrary employee assigned to shelving and routine clerical tasks. 
PAMPHLET. - see LIBRARY MATERIALS. 

-PERlbDltALS - publications with a dist'inctive title intended^to appear in successive 
numbers or parts at stated or regul ar .i nteryal s and as a rule, for an indefinite time. 
Included in LIBRARY MATERIALS. ^ • . - 

PICTURES - see LIBRARY MATERIALS. 

POLICY - established rules, regulations, and guidelines for the operation of the 
1 ibr.ary. • . ^ ^ 

PROCESSING - catch-all termjor preparing books and other materials to be made 
available to the library's users. Some materials are ordered pre-processed or 
ready for the^shelf. Processing may include cataloging," preparation of cards, 
putting in book pockets and making protect ive covers . 
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PUBLIC UBRARY - any library that serves free of charge all residents of a local 
goverhmential unit and receives ite financial support in who'le or in part from 
pubMc funds made a vai 1 able by th^ governing body of*that unit. 

SELECTIOlN - the process of choosing .the bool^ and other materials to be bought 
by a library* . . ' I 

SERIALS - publications that are issued regularly in sequence, such as magazines, 
Journals, and newsletters. So^^alTea"ljeMljse~thM^e publications carry serial"" 
numbers indicating volume and issue. Includes PWIODICALS, 

"ISHELFLIST - the inventory of items as they will be found on the shelf in the 
library, J ^ 

TRUSTEE - designates a^ board member of a public library. ^ 

UNION CATALOG " 9 listing of items, usually periodicals, but often films and book's, 
of a number of lllplries which combine their lists in order to locate materials* 
quickly, • 

VERTICAL' FILE -^-items such as pamphlets, cl ippings , pictures ^ etc., whi.ch because 
.of theru shape* and oft-en their ephemeral nature are filed vertically in drawers 
for ready reference. Literal ly^the upright office files used to hold the pamphlets, 
etc. ' , 

WEEDING - the selection of library materials from the collection to be discarded 
or sold. Throwing- out or otherwise disposing of books and other library materials 
no longer up-to-date or useful to the patrons of the library. Weeding keeps a ; 
collection current, makes way for new material and provides ongoing evaluation of 
the 1 ibrary 's niaterial s and fts use; 
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BAS re RESOURCES FOR TRUSTEES 



ESSENTIAL 



South-fbakota Library Association. Bookmarks . Monthly, free to members 
of SOU. > 

■ 4 . ■ 

South Dakota State Library. Library laws, rules, and policies of the 
-state-of-St>uth-t)akota^ — ^outh-Dakota-State-L-ib^af^y^ State-Library 



Bui IdingV Pierre, SD 575Q1 . 1978. 

South Dakota State Library. Planning for the future, 1979'-1983 > 

South Dakota State Library, State Library Building, Pierre, SD 57501. 

South Dakota State Library. South Dakota Public Library Trustees Manual . 
South Dakota State Library, State Library Building, Pierre, SD 57501 

South Dakota State Library. State Library Newsletter . Bimonthly, free 
to South Dakota libraries and public library trustees.' South Dakota 
State Library, State Library Building, Pierre, SD 57501. 

Youn^, Virginia G. The library trustee: a practical guidebook , 3rd edition. 
r: R. Bowker, 1978. ' $1^.95. ■ 

Young, Virginia G. The trustee of the small public library , revised ^ 
edition. American Library Association (50 East Huron* Street , Chicago, 
Illinois 606fl), 1978. Small libraries publications - number 1. 



HELPFUL 



' American Libraries . (included in membership in American %fbr&^ry 

Assoc lat ion. ) 

. * American Library Association. Ad Hoc Committee lo Revise the ALA 
/ Personnel Organization and Procedure Manuals. The pefllpnnel ni&nual . 

Chicago, ALA, 1977.' • 

American Library Association. American Association of State Libraries, 
.^^ Siandards for Library Functions at the State Level . Chicago: 
. 'American Library Association, 1970. '■ 

: American Library Association. Off ice Tor Intellectual Freedom. 

Intenectual freedom manual . ALA', 197^. $5.00. 

American .Library Association. Publ ic Library Association . Minimum 
Standards for Public Library Systems , 1 966. Chicago: American 
Library Asspciation, 1967. \ 

American Li brary Association , Committee on Standards. Interim 
• - Standards for small public libraries: guidelines toward achieving 

the goals of ''public 1 ibrary service" .- ALA, 1972. 

f " ■< 
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BASIC RESOURCES FOR TRUSTEE S_^^ 
HELPFUL 



Baeckler Virnini- ^"^ i ;nHa I ar.;fin\ Go. pep and pop : 250 tested 

M.l rfor 1-i!e^ libraries . U.^N^VA^BWE^D Librarian (GPU box 2631 . 
New York, nV lOOOl) 197^. . $3-50 paperback. 

p.,^ ,hr1 - . ^ ' ' ..7i7^il-7r,^Pub-l-Tc-rrbraT^ros1:ees-tn-the-1 960J-S- — 

American Library Association, 1969. $2,00. 

Comlngore. Gloria and Pat Peterson. Book sale manual.. Friends of the 
Torrance- (dtHfo mi a) library, 1976. 50 paperback. 

-tggeh^J." Archer, ed. "Library Boards," Library Trends 2,-No. 1 (July. 

Friends of nn rida's public libraries; a practical guide for es t a blishing 
and maintaining an effecti ve association . Tallahassee. State Library 
of Florida, 197B. 

Gregory, Ruth W. Public- libraries in coopera tive systems. American Library 
Association, 1971- $9.95- 

Lancaster. F. W. The measurement and evalu ation of 1 ibrary services. 

Information Resources Press, 19.7/- $27.50, , - 

Library Journal . 1( > w 

Li b^^rv. trustee newsletter . Bimonthly.- $1?<^0 per>par from:_LjbraVy - 
Tr^tee Newsletter, P. 0 . Box 110, Glen Ri^ge, New Jersey 07028.^ 

MPLA Newsletter . '{Included In membership In Mountain-Plains Library 
• Association.) . 




Meyers, Gerald W. Insurance manual for libraries . American Lib>^ry 
Association, 1977"i $5.00 paperback. , . 

Myller, Rolf. The design of the small p ublic library. R.- R. Bowker. 
1966. $14,95. 

, Public Library Trustee . (Included in membership in American Library 
Trustees Association ^ ) 

The Small Publlo Library: A series of guides ^"^^ ^""^""'^Vj 

and trustees. Chicago : American Library Association, i962-63. Revised. 

^ So you're wondering about incorporating yo ur friends of the library group. 
Olympia, Washington State Library, n.d. - 

South Dakota. State Library. Statistics of 
■ Pierre: South Dakota State Library, State Library Building (annualj. 
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PROCEDURES FDR TRUSTEES 



WaJlace, Sarah Leslie, ed. Friends^of the Library: Organization and 
Act; i,vi tfes . Chicago: American Library Association, 1962, ' 



e, RutH^M. and Eleanor A. Ferguson, edit ors. Public 1 i brary pol icies- 
general and speciTic , Public Library Reporter , Number 9- American 
Library Association, 1970- 



Wilson Library Bulletin , 
NON-BOOK MATERIALS 



' ^MultVp 



le choice* ' - film introducting trusteeship. Available through 



the Audio-Visual Services Department, South Dakota State Library, State 
Library Building, Pierre, SD 57501,^ 
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